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1)Main Menu: Account 
Billing 
 
 

 

2)Click the Billing Date 

and Click  

 
3)Click the Billing Date 
link next to the 
Chartfield 

 
 to open Account 
Summary 

 
4)Account Summary 
Open. 
Click Tab Menu Item: 
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5)Key in the Service 
Number(No spaces, 
dashes or parentheses) 

and click  
 
 

 
6)Now click Export to 

CSV file Icon . Expand 
the columns and you 
have the Date/Time, 
originating and 
destination Service 
Number and City/State 
as well as Qty Minutes 
and Amount $ Billed.  

Done! Good job.  

 


